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1. PURPOSE

This instruction establishes the procedures and
responsibilities perforned by the Media Rel ati ons Depart nent
(CD70) that relate to responding to queries fromthe news
media. This instruction extends information fromthe Marshal
Managenment System (MMS) and defined by the Marshall Managenent
Manual MPD-1280. 1.

The purpose of this instruction is to docunent the process by
whi ch the Medi a Rel ati ons Departnent conducts business
specifically in responding to queries fromthe news nedi a.

2. APPLICABILITY

The procedure applies to the followi ng in-scope activities
under the cognizance of the Media Rel ati ons Depart nent
respondi ng to queries fromthe news nedia regarding the
Marshal | Center, its people and activities.

3. APPLI CABLE DOCUMENTS

Use current revisions unless there is overriding
aut hority.

MPD- 1280. 1 Mar shal | Managenment Manual
3.1 Reference Docunent List.

Use current revisions unless there is overriding
aut hority.

MPD- 1380. 1 Rel ease of Information to News and
| nformati on Medi a

CDO1- OW - 001 CaER Directorate Organi zati onal
Docunent
Control Process

4. DEFI NI TI ONS
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Medi a Query - Any question or request for information or
for an interview posed by a duly credential ed nenber of
the news or information nedia.

CaER - Custoner and Enpl oyee Rel ations Directorate

Responsi bl e PAO - The Marshall Center Public Affairs
Oficer within the Media Rel ations Departnment wth
assigned responsibility for a program area or task.

5. | NSTRUCTI ONS

5.1 Responding to Queries fromthe News Medi a.

5.1.1 Recipient of the news nedia queries wll
record the name, affiliation, phone nunber,
fax nunmber and desired information of the
requestor, and determne if it is in his or
her area of responsibility. [If so, the
recipient will respond to the query according
to the instructions in the procedure; if not,
he or she will contact the responsi ble PAO and
provide himor her with the information
detai |l ed above to be acted upon.

5.1.2 The responsible PAOw || respond to the nedia
query with the requested information as soon
as possible, and no |l ater than one workday
after receipt of the query. If there are
extenuating circunstances preventing the
rel ease of information in one day, the
responsi bl e PAO and the requestor will agree
on a suspense date for the response.

5.1.3 The responsible PAOw Il determne if the
requested information is releasable. This
determ nation will be made according to the
following criteria: Wuld the information be
rel eased if requested under the Freedom of
I nformation Act (FOA)? If so, the
information is rel easable; if not, it is not.
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6. NOTES: None

5.1.4 If the responsible PAOis in doubt as to the

5. 1.

5. 1.

releasibility of the information, the PAO w ||
consult the CD70 supervisor; after they
confer, the responsi ble PAO will contact the
Chi ef Counsel's Office for advice on the
releasibility of the information under FO A

I f necessary.

If the requested information is releasible but
I's sensitive or controversial, or if the
requestor is a nmenber of the national news
medi a, the responsible PAOw Il confer wth
his or her supervisor and NASA Headquarters
Code P counterpart prior to releasing the

i nformation. The responsi ble PAO also w |
confer with the MSFC organi zation the
information relates to, prior to its rel ease.

The information may be released in witing or
orally, as appropriate. An interview with a
subj ect matter expert or responsible official
may be the preferred or only way to answer the
query. |If so, the responsible PAO w il
arrange the interview and nonitor it if
appropri ate.

The responsible PAOw ||l record the query and
the response in the CD70 Daily Update both at
the time of receipt and after responding.

7. SAFETY PRECAUTI ONS AND WARNI NG NOTES: None

8. APPENDI CES, DATA, REPORTS, AND FORMS: None

9. RECORDS: None

10. TOOLS, EQUI PMENT, AND MATERI ALS: None

11. PERSONNEL TRAI NI NG AND CERTI FI CATI ON: None

12. FLOW DI AGRAM None
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